














































































































































































































































































































Business Process Review
The purpose of this task is to document business procedures and processes of the SIS
functional areas most impacted by the new Aspen SIS system.  The review will
include some or all these processes:
e Define current enroliment/withdrawal processes
Define current student information requirements and processes
Define current attendance requirements and processes
Define current health and immunization requirements and processes
Define current discipline processes
Define current grade reporting processes
Define current academic history/transcripts processes
Define current test history processes
Define current special education processes
Define current other programs processes
Define current State reporting requirements
Define current SIS interface requirements
Document the requirements and processes defined

Reports Review

As part of the migration to the Aspen solution, Follett will complete a review of pre-
defined “core” reports and procedures needed by the District. These would include
items such as district reports, report cards, progress cards, official school transcripts,
student and teacher schedules, absence and conduct letters, student profile reports,
honor roll formulas, ineligibility formula, GPA and credit calculation procedures.
Modifications to the built-in report formats necessary to meet the District requirements
will be documented.

4.3. Training Database Setup (if applicable)
If the District has purchased a training database, the following will occur:  Two
instances of the Aspen SIS will be created and hosted by Follett at the onset of the
project. One database serves as a “sandbox” and will contain generic data for the
purpose of allowing the District to become familiar with the application. This is a
temporary instance that will be available throughout the implementation.

The second instance of the Aspen SIS will also be hosted by Follett and serve as the
development environment where data conversion/validation, configuration and
customization will occur. User acceptance testing will be performed in this
environment to ensure the Aspen SIS system meets all requirements and is ready for
production use. This instance will be “refreshed” after every data validation round and
will become the District’s production environment. The permanent training database
for the District will be created by replicating this instance after the final round of data
validation. In the case of a self-hosted customer, both of these instances will be
moved to the customer environment right before go live.

5. System Configuration
During this stage of the project, the District and Follett will work within the Aspen application
to complete the key components of the implementation: Configuration, Data
Conversion/Validation, Customization and State Reporting.

0 FOllett Page 21 of 34



5.1. System Configuration

As part of the implementation, the District will be assigned a Configuration Specialist to
ensure the configuration of the SIS system meets the District's requirements.
Configuration of the system will be a joint responsibility between Follett and the District.

The Configuration Specialist focuses on the following objectives:
e Conduct System Administration Training
¢ Maintain the Aspen SIS configuration documents
e Coordinate internal and District resources to ensure configuration tasks are
completed, tested and accepted by the District

To start the configuration process, a System Administration Training will be conducted
with the District. This training is 3 days in duration and is conducted in a workshop
format. These sessions will provide the necessary knowledge and skills needed for
configuration of the Aspen system and administrative users will learn aspects of
administering Aspen. The agenda for the training is as follows:

« Day 1 - District and school preferences setup; User account creation; User role
and security tag configuration

o Day 2 — Data Dictionary; Reference Tables; Template modifications

o Day 3 — Grade term and grade scale setup; Transcript Definition configuration;
Grade Input setup; Qualification List definition; GPA setup

5.2. Data Conversion and Validation

Below is an overview of the data conversion and validation process. The initial
conversion cycle begins with data being exported from the District's Power School
system. This is a full export of every table and every row in the entire database. This is
to be completed by the District and provided to Follett in the form of an export (database

backup).

Table 2: Data Validation and Conversion Process
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The next phase is the analysis and mapping of legacy data to the Aspen SIS data
model. This mapping is done by interpreting the source data and collaborating with
District technical staff to identify each field’s analog in the Aspen solution. To facilitate
this process, regularly scheduled conference calls/webinars will be established between
the Follett Aspen Conversion Developer and the District’s technical staff throughout the
duration of the conversion portion of the implementation.

Table 3 contains the data that will be converted as part of this SOW. Any additional

data will need further analysis and may be subject to additional fees.

QO Follett

Table 3: SIS Data to be Converted

district school year context

schools (schools, classrooms, lockers)

calendars

addresses

staff

student demographics

student enrollment

student contacts

student transportation

student schedule

student fees and fines

student schedule rotation (if applicable)

assessments (up to 5 summary level assessments)

student attendance (daily and by period)

courses (district catalog and school courses)

Transcripts (including Credits and GPS information)

conduct

reference codes
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student events & programs
course requests

Data Validation is the next phase and one of the most critical processes in the migration
from a District's legacy system to the Aspen SIS. It is during this phase that the District
validates that the data from the legacy system is indeed in the expected fields in the
Aspen system.

There can be up to 4 rounds or cycles of data validation during a conversion. Typically
each validation cycle takes 2 weeks — 1 week for the district to review the data and a
week to fix issues identified. After each cycle the data is refreshed before the next
validation round is started.

The process is kicked off with a Data Validation Workshop which explains the process
and expectations of the Data Validation Team. The District will assign a Data Validation
Coordinator who facilitates the validation process within the District — ensuring data is
reviewed by the appropriate District personnel and collecting and logging validation
results.

The District will be responsible for passing or failing each validation task. For those tasks
that the District fails, a detailed explanation along with appropriate screen shots or
specific examples must be provided to reduce the number of times the task is passed
back and forth between the District and Follett.

Follett Responsibilities

o Data conversion of the data identified above in Table 3. Any additional data will need
to be estimated and agreed upon through the Project Change Control Procedures in
Section 3.5 above.

o Follett will profile the data at the time of conversion in an attempt to identify data
issues and associated implications with loading the data into the Aspen SIS. Those
issues identified will be discussed with the District to identify resolution and impact to
schedule and price (if applicable).

« Follett will assign a Data Specialist to the project team to serve as the District’s point
of contact for any data consultations

District Responsibilities

District will provide Follett with the data in an agreed upon format, along with related
materials, in accordance with the timeframe specified in the Project Plan

District will provide clarification of issues associated with the data work to be completed
District will provide a single point of contact for data related decisions and
communications

District will log into the Aspen system and validate data in legacy system is in expected
fields in Aspen and document results

5.3. State Reporting Development
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Working with the District's State Reporting Coordinator, Follett will deliver the reports
and exports needed to comply with State requirements.  Any reports and exports that
the District requests that are not necessary for State compliance, may be subject to
additional charges.

Constraints

All programming and design for standard state reporting exports and reports outlined
within this SOW will be based solely on the documentation and direction provided by
the State’s governing authority in this area.

Requirements

The District will create and retain a backup of their Power School SIS database. This
should be the same backup produced for the data conversion activities outlined in
section 5.2. The District will provide access to this database in their current
environment and direct their legacy SIS system’s reports to the database to provide a
baseline of data results to which the Aspen reports can be validated against. A sample
of the corresponding Power School state mandated exports and reports are also
required from the District to serve as a baseline for Aspen export and report validation

purposes.

Following the second validation of the legacy data conversion process in section 5.2
above, the state standard exports and reports can begin to be executed from Aspen’s
reporting framework and validated for results in comparison to results achieved utilizing
the backup data and the legacy SIS reporting system. If.validation efforts reveal the
need for modifications in the data conversion, they will be evaluated for utilization of the
System Customization hours included in this contract (see Section 5.4).

Maintenance of State Reporting

Identification of mandatory changes by the state’s governing authority to the standard
state reporting exports and reports outlined within this SOW wiill be achieved through a
combination of the Follett state-assigned systems analyst maintaining regular contact
with the state as well as direct communication with the District's State Reporting

Coordinator.

Once a change to an existing state standard export or report is communicated and the
proper documentation is shared, the Licensor will begin impact analysis to the current
configuration and evaluated for inclusion into the solution for this state. Once the
change is confirmed to be necessary to maintain core functionality, it will be scheduled
as required within the documentation and direction provided by the State’s governing
authority in this area.

If a new mandated export or report is introduced by the State’s governing authority in

this area, it will reviewed for data scope and necessity to maintain core functionality and
evaluated for inclusion into the solution for this state.
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5.4. System Customization
Built into the contract are up to 150 hours to accommodate customization work which is

defined as work within the Aspen toolset to meet the District’s functional requirements.
This may include data interfaces to third party software programs, imports and exports,
and changes to workflows. It is the goal to have the majority of customization
necessary identified during the Aspen Requirements Review Meeting. Once the
requirements are identified, the work effort will be calculated and communicated to the
District. Once the customization hours are exhausted, any additional work will need to
be accommodated through the Project Change Control Procedures in Section 3.5
above. Product enhancements — any development work to the core Aspen product —
are not part of this SOW and will be handled outside of the scope of this SOW via the

product enhancement process. All customization requests must be submitted to
Follett, including supporting detail, within 90 days of go live date or be forfeited.

6. Validation / Production System Readiness
This stage of delivery is focused on ensuring all elements of the agreed functional
requirements have been delivered, are functioning correctly and fit for purpose.

6.1. Functional Testing

Follett will facilitate functional testing to demonstrate that the new SIS meets the
baseline functionality as approved by the District. This testing occurs throughout the
implementation as configuration and customization work is completed.

6.2. Production System Readiness

Follett will work with the District on the following tasks before go live:

e  Configuration readiness checklist
o Ensure security management is in place
° Define post implementation escalation processes / handoff to Technical Support

7. Transition to Production Deployment
The final stage of the project manages the transition of the Aspen system to the District for

production rollout.

7.1. Training Services - SIS Rollout
This section describes the training services included within this SOW to support the
initial SIS implementation and rollout.  The training topics, led by Follett trainers, are
held onsite at the District and class size is limited to 20 participants per session, unless
noted otherwise.

The District should schedule and complete each training topic no more than two weeks
prior to production use of the Aspen functionality. One day of onsite training constitutes
up to seven hours of total training time. The District and Follett Project Manager will
work together to create a training schedule that maximizes the trainer’s onsite time.
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All sessions will cover a minimal amount of Basic Navigation concepts. The System
Fundamentals course should be considered a pre-requisite for all courses, with the

exception of Teacher Gradebook and Community Page Desian.

All training materials will be delivered in electronic form. It is the responsibility of the
District to print training materials for training attendees.

REQUIRED Training
The following courses are required:

> System Administration — 3 Days
These sessions are presented in a workshop format at the beginning of the
system configuration stage of the project (see section 5.1). Administrative users
will learn aspects of administering Aspen. Aspen Administrators will need to
attend all sessions.

Day 1 — District and school preferences setup; User account creation; User role
and security tag configuration.

Day 2 — Data Dictionary; Reference Tables; Template modifications.

Day 3 — Grade term and grade scale setup; Transcript Definition configuration;
Grade Input setup; Qualification List definition; GPA setup.

Intended Audience: Aspen System Administrators

> System Fundamentals — 2 hours
This training provides users with an introduction to the Aspen SIS, focusing on

the configuration of the system and system navigation. Users learn skills that
will be applied in their use of all Aspen modules, including student data access,
data filters, query writing, and report generation. This session is a pre-requisite
to other end user trainings.

Intended Audience:  All Aspen users, except Teachers

End User Training
The District has purchased 10 days of end user training. The following courses can be

chosen by the District for their training depending on the functionality of the Aspen
system being used. All training days must be scheduled within 90 days of go live date
or be forfeited.

Full descriptions of the courses will be provided at the onset of the implementation.

Enrollment Management 1.5 hours
Attendance Management 1.5 hours
Conduct Management 1.5 hours
Daily Scheduling 1.5 hours
Teacher Gradebook — Attendance and Grade 1.5 hours
Posting only

Full Teacher Gradebook 3 hours
Grade Management 1.5 hours
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Pages

2 hours

Advanced Fundamentals

2 hours

One day of onsite training constitutes up to seven hours of total training time. These
courses do not have to be delivered consecutively. The courses can be scheduled to
match the rollout timing of functionality to the District. Please refer to the table below
for recommended courses by end user.

= System Administration
»« System Fundamentals
= Attendance

= Conduct

= Grade Management

= System Fundamentals
= Other specific courses as necessary

= System Fundamentals

= Conduct Training

* Enroliment Management

« Master Schedule Building
Daily Schedule

Syem Administration

« Parent/Student Portal
o Follett will provide “quick guide”
training manuals that can be
distributed to parents either
electronically or in hard copy.

Systeunamentals '
Special Education View

System Fundamentals
Attendance
Conduct
Enrollment Management

e Fundenta s
Conduct
Enroliment Management

Syst ndamentals
Health

Q Follett
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7.2. Other Training Services:

Online Training Subscription — Annual Service: This agreement includes (1) connection
to every WebEx session Follett offers for the Aspen product during the school year. The
Follett training team typically offers at least one session per week and as many as three
sessions some weeks. With a wide range of topics from “refreshers” to reviewing
features in an upcoming release to learning how to edit reports, everyone in the District
can benefit.

7.3. Training Requirements
The District is responsible for the following to facilitate training sessions:

o Training facility with high speed Internet access and a minimum of 20 workstations
that meet minimum hardware recommendations and have appropriate software
installed or application hosting service URL available

o Adequate audio and visual projection that can be linked to the instructor’s
workstation

« Mouse attached to the trainee workstation even if using laptops and handling of any
trainees’ special needs before training begins

« Erasable marker board, or flip chart, large enough to be seen by trainees in the
training room with markers

e Access no less than 24 hours prior to the class to the fully functional training room

« Member of the District IT staff who can be on-call in case there are any problems

e Printing of user reference guides / training materials for each trainee

7.4. Training Services Cancellation Policy

« Cancellation and/or reschedule requests must be received by email (aspen-
training@follett.com) or by calling Follett’s toll free number (888)-244-1366. The
District is responsible for ensuring that Follett receives its written or verbal request.
Follett will reply with a written acknowledgement, via email, of the changes.

e The District will not be charged if the cancellation request is received more than
fifteen business days prior to the training date.

o The District will be invoiced at 50% of the cost if the cancellation request is received
six to fourteen business days prior to the training date.

« The District will be invoiced at 100% of the cost if the cancellation request is made
five or less business days prior to the training date, or failure to appear for
the training.

e Follett reserves the right to reschedule training sessions two weeks prior to the
scheduled delivery date(s).

s Substitutions of attendee(s) may be made at any time.

8. Go Live Support
Follett will perform the following services in support of Go Live:

o Aspen SIS Pre and Post Go Live Checklist completed

e Onsite Follett Support Services 2 days during go live

e Introduction to Aspen Support Team and ticket logging process
« Distribute and collect Acknowledgement of Delivery (AOD) form.
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In the event the District fails to approve or reject the Software in writing within fifteen (15)
days following delivery of the Product (as evidenced by an Acceptance of Delivery (“AOD")
form), the Software shall be deemed accepted and the District will be invoiced accordingly.

9. Post Implementation Support
Post go live, the District will have an assigned Configuration Specialist/Relationship
Manager for a period of six months to one year. This person will assist the District System
Administrator in becoming progressively more independent and proficient in the use of
Aspen. This person will also assist the District with their understanding of District support
processes including using Technical Support for ticket issues, requesting customizations to
Aspen tools, and finding valuable dynamic resources.

Within the first year post go live, once the District's system administrator(s) demonstrate(s)
confident use of Aspen, the District will be transitioned to our Community Relationship
Managers (CRM). This team will reach out to your District proactively in a variety of ways;
newsletters, web pages, conference calls, and email. This team'’s goal is to continuously
empower District in their use of Aspen.

10. Customer Technical Support
Customer Technical Support is included with your Aspen Service Agreement, and
features the following services:

e Software updates during the year, as available
e Toll-free telephone technical support
e 24/7 Customer Web Portal, with searchable online knowledge base.

Note: Follett will only provide support to the extent that the applicable Follett product(s)
is utilized as licensed. Any use beyond the intended use of the product - as
outlined in this Statement of Work -- may result in cancellation of Support. Issues
that are the result of changes to configuration, gueries, or reports that are not
received directly from Follett are beyond the scope of standard support and may
result in a2 separate charge.

Telephone support for issue resolution:

« Your designated District contacts will have access to Follett’s staff of product and
technical experts via a toll-free number from 6:00 AM to 7:00 PM CST.

o The expectation is that the designated contacts are the point of contact for all end
users within the District. Follett will not provide technical support to District staff
members that have not been designated by the District.

District Requirements:
Only designated District contacts may contact Follett Technical Support. Site-based
staff must contact a designated representative within your District for support.

Customer Web Portal:
Follett has a web-based support portal, available 24/7 to all Districts with a current
support Agreement which includes:

e Electronic submission of support tickets
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e Keyword searchable knowledge base containing articles written by product and
system experts

User guides and manuals

User groups/online discussion groups

Electronic newsletters

Frequently Asked Questions (FAQs)

11. Additional Aspen Solutions for Implementation
In addition to the Aspen SIS, the District has purchased and/or is implementing the
following:

11.1. Health Implementation Services
The following services are included with the implementation of the Aspen Health

module:

¢ Project Management
« Data Conversion and Validation of the following data:

Health Data Elements
Health Conditions
Immunizations definitions
Immunizations series
Immunizations doses
Screenings

Visits ( Health Log)
Medications

o State reporting
e Training Services:

Course Name ) | Student | Length

= 4 0 Max ettt e <
Health System Administration and 10 Full day
Configuration

Health End User Training 15 2 hours
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12. Ongoing Services As Needed

Various services may be needed to support the Aspen system following implementation as
Districts gain experience with the system and business process needs change. In our
experience, most Districts require additional services beyond the initial implementation.

A key service following year 1 of implementation, are the Build Workshops which_are
mandatory in year 1 to develop the District's schedule for the upcoming year. The cost
for these services is listed in the price summary with your agreement . Pricing assumes the
District is attending scheduled workshops in Follett's Hingham office. Workshops can be
scheduled onsite at the District's location for an additional fee. The workshops follow the
same process for scheduling and cancellation policy as the courses under Training
Services above.

Prepare to Build Workshop

Prepare to Build Training is the kick-off to your Master Schedule Build. The 2-day
training examines each task that must be completed in preparation to running the
schedule build engine that will build the schedule structure and load the student
schedules. There are no prerequisites to this training and no required materials, but
users are welcome to bring any schedule reference materials they may have, i.e.
student course requests, staff schedule requirements, room lists. Users will have
access to their own District database during this hands-on training. Each training
session has a focus of either high school or middle school. The process of building a
high school schedule is generally more complex and uses more Aspen features than
the typical method of building a middle school schedule. The middie school
curriculum has been streamlined to focus on the features that are necessary to
complete a middle school schedule. For new users Prepare to Build Training is a
requirement. Although the Prepare to Build process is supplemented with WebEx
presentations, the WebEx's are best suited for experienced Aspen schedulers
looking for a refresher. Districts wishing to receive WebEx invitations or have access
to WebEx recordings must be Aspen WebEx subscribers.

Schedule Build Workshop
The Build Workshop gives school schedule builders an expert-supported

environment in which to build the schedule structure and load student

schedules. Despite your best planning, there will most likely be schedule conflicts
that need to be resolved. Dedicated schedule experts are on hand to help users
navigate resolutions and offer best practice advice. The objective of the 3-day
workshop is to have each school leave with completed master, teacher, and student

schedules.
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Appendix A
Project Change Request (PCR) Form
-- SAMPLE --

General Overview

This Project Change Request form is based upon the Agreement between Follett, a company
with an address at 75 Wm Terry Drive, Suite 2204 Hingham, MA 02043 and <insert District
name> Customer number <insert Oracle Customer number>, having its principal place of
business at <insert Customer address> (“Customer”) signed <insert agreement signing date>.

Change ldentification
The change identification for this request is <PCR Number>, Month day, year.

Change Description
<Insert details of change being requested>

Project Impact
This PCR will impact the project in the following manner:

¢ Scope Impact

« Schedule Impact <Insert any impact on the schedule. Include the previously
agreed scheduled dates as reference when appropriate and use tables
appropriately for visual clarity.>

« Price Impact <insert any price impact related to the PCR. Be specific and include
previously agreed pricing as appropriate.>

o Terms and Conditions Impact </nsert any terms and conditions impact related to
the PCR. Be specific and include previously agreed terms as appropriate

Target Approval Date

The Licensor must receive District's approval of this Project Change Request by <insert date on
which the PCR must be signed - this date should be 2 business weeks after delivery.>. Approval
delays will require a rework of this Project Change Request.

PCR Approval
<Insert district name> and Follett, as evidenced by the following representatives’ signatures,
accept this Project Change Request along with the stated impact.

Signature Signature

<insert District signatory name> <insert Follett signatory name>
<insert District signatory title> <insert Follett signatory title>
Date Date
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Appendix B
Aspen Acknowledgement of Delivery (AOD)
And Data Validation Signoff
--SAMPLE --

District Name:
Agreement Date:

Delivery
| confirm that the following deliverables described in the original agreement have been

successfully delivered:

[] Aspen Software

[J Configuration

[] Data conversion

[] Administration Training

Data Validation

It is the responsibility of the school district to validate converted data within a project
timeframe. School district validation efforts are crucial to the accuracy of the conversion.
Post-cutover conversion work due to incomplete validation will result in additional costs
and may hinder the processes of district staff.

| confirm that the validation of data converted from <<source system>> to Aspen has
been adequately performed and confirm that <<district name>> is now live on Aspen. |
understand any conversion work required prior to the go live is included in the agreed
upon conversion costs.

| also understand that any data conversion costs incurred after the “Go live” will be the
responsibility of <<district name>>. Additional conversion work will be resolved in an
appropriate timeframe agreed upon by both Follett <<district name>>.

Accepted By: Date:

Printed Name:

Title:

District Address:
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